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Create and Manage Catalog Items

About this Guide

This guide is intended to show suppliers how to create, manage, and update Catalog Items. Updates to catalog
items can include updating pricing, adding new items, removing old items, and more. Please coordinate with
the Flynn team to understand your responsibility with managing catalogs.

This guide contains the following sections:
Creating Catalog Items

Single Catalog Upload

Bulk Catalog Upload

Manage Catalog Items

Creating Catalog Items

1. Login to the Coupa Supplier Portal (CSP). On the main menu, click on the Catalogs tab. If you are
connected to more than one Coupa customer, select Flynn from the Select Customer dropdown menu.
Then select Create.

{;;:coupa SUDD“ET DOI’IJ[ DAVE NOTIFICATIONS @  HELP

Home Profile  Orders  Service/Time Sheets  ASN Invoices § Catalogs § Payments  Business Performance  Sourcing  Add-ons

-

Setup

Select Customer Flynn Restaurant Group - Test

Catalogs
[ ceate } Exporito - | view [ P o 3 |

Catalog Name Created Date ~ Submitted Date Start Date Expiration Date Status Unanswered Comments Error Actions
Ilr:wl Valued Flynn Supplier Catalog 1 06/27/23 Non None N Draft  No _/0

Perpage 15 | 45 | 90

2. From the Create screen, you will need to add a Catalog Name. Other fields are optional but
recommended

TEST_Valued Flynn Supplier Catalog 5 ¢

Customer Flynn Restaurant Group - Test

* Catalog Name TEST_Valued Flynn Suppli¢

Status Draft

Start Date

Expiration Date [

Currency USD
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3. At the bottom of the page, you will see the Items included in the Catalog. To add items to the new
catalog you have the option to Create new catalogs which will be done one by one or Load from file
will allow a bulk upload of items and changes.

Items Included in Catalog

Load from file Exportto -

Part Number

VGV New Items

Other Fields Changed

Name Status Change Price Price Change Currency Actions

INothnng matching your search was found

Perpage 15 | 45 | 90

Single Catalog Upload

1. To create a catalog Item, click on Create. Inside under Catalog Item you will be asked to fill out
required fields such as the Name of the item, Description of the item, and Units of Measure (UOM).
Please note that adding an Image is strongly recommended.

Catalog Item creae
Item Type | ltem ~
*Name
* Description
Choose File | No file chosen
* Unit of Measure | Box ~
Purchasable

Manufacturer Name
Manufacturer Part
Number

2. Under the Supplier Item Attributes, fill out the required fields that include the Part Number, Price, and
Currency. Please fill out as many fields as you can, as this will provide a better purchasing experience for our
Flynn team.

Supplier ltem Attributes - Price
~ Part Number * Currency JUSD
Auxiliary Part Number Savings %
Manufacturer Order Increment
Lead Time Minimum Order
Quantity
UNSPSC
Availability ~
Contract w
Availability Date = 0
Pricing Type Fixed Price v
3. Once all those fields have been filled click Save. You will be able to view the Catalog you just created

in the table view.

ITE“:"\ 12

Items Included in Catalog

~ I Advanced lFeﬁ'rﬂ

I |

Part Number Status Change Price Price Change Currency

New 0.00 usb

Perpage 15 | 45 | 90

Other Fields Changed Actions

g
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Bulk Catalog Upload

1. To mass upload catalog items from a file, click on Load from file. Click on the Download drop-down
and select either the CSV Plain option or the CSV for Excel option to download a template for you to
fill out in order to accurately bulk upload items to the new catalog. (NOTE: The field names in the
template match the options presented in the system in Option 1)

Bulk Load Item Updates for Catalog Creation Test

Follow these steps to upload items

‘eSovnicadthe-GEYtlomplateromayport the current list (Based on the CSV File Field Separator in your Language and Region settings.)
or ExportTo -
CSV plain

Ifile. Click here for a description of the required and optional fields in the template.
ire mandatory.

« Each row uploaded will create a new item

« Click Start Upload and the system will attempt to load the first & rows from your file and show the results.

CSV for Excel

3. Load the updated file

Choose File | No file chosen

Note: If you are loading csv files with non-English characters, please consult the following help note.

Start Upload

2. Open the CSV file. Once opened, fill in the mandatory fields marked by the asterisk next to the column
name (*). Note that each row will be a different item and will become the details for the catalog.

A e c D : : < g ' J K

Item Type | Supplier Part Num™ | Supplier Aux Part Num 'Name* Description* Price* Currency* UOM code* active* tem Class UNSPSC Code)

1
2
3
4

3. Inthe CSV, photos must have a public URL for them to show. Attaching a photo is highly
recommended.

4. Once all the items are added to the file and their mandatory details are included, upload the filled-out
CSV file by selecting the Choose File button. Once selected, click on Start Upload.

3. Load the updated file
Choose File \ No file chosen

Note: If you a ading csv files with non-English characters, please consult the following help note.

Start Upload

5. If you get an Error Generating Sample after uploading your file, simply click on Back, correct the error
within the uploaded CSV file, and then re-upload the file. If you encounter an error please reach out to
your Flynn contact.

Error Generating Sample

The system found 6 errors in lines when attempting to load the sample rows

Record Field Your Value Error

Row 1: ltem UOM code Each Each is not a valid UOM code
Row 2: Item UOM code Each Each is not a valid UOM code
Row 3: ltem UOM code Each Each is not a valid UOM code
Row 4: Item UOM code Each Each is not a valid UOM code
Row 5: Item UOM code Each Each is not a valid UOM code
Row 6: Item UOM code Each Each is not a valid UOM code

Back
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6. Once your upload is complete, Coupa will scan the uploaded file and show you the Verify Data screen
so you can check the items extracted from the file.

Verify Data

The first rows of your upload have been loaded. All changes or additions are highlighted in
After reviewing the results, click Finish Upload to continue the upload or Cancel to stop the upload and discard any changes|
The CSV Field Separator is the Comma (,) character. You can change it in the Language and Region Settings.
Row 1 Row 2
New New
Item Type
Supplier Part Num*
Supplier Aux Part Num
Name*
Description™
Price*
Currency”

UOM code™

active®

7. Once you are satisfied with your Data, scroll down and select Finish Upload. An Upload Completed
Successfully message will appear. Click on the Done button to proceed.

Upload completed successfully

Finish Upload Cancel : Upload completed successfully 8 rows processed, creating 1 new row and updating 5 rows

8. Lastly, you will be prompted to the Catalog page where you can Save, Edit or Publish your Catalog. To
publish the newly created catalog, scroll down and locate the Public Catalog Button. Please note that
you must publish your catalog in order for Flynn to view it. Flynn Procurement will have to approve the
catalog before it is available in the Flynn Marketplace for purchase.

1 Item Changed
Va "\ 7/
0 0 0
Price Increase Price Decrease Other Fields Updated
1 0
New ltems Deactivated Items
Save Publish Catalog
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Manage Catalog Items

1. If you would like to edit, delete, update or add a catalog Item, from the home page, navigate to the
Catalogs Tab. Make sure to select Flynn Group from the Select Customer dropdown menu.

g,2coupa supplier portal MATT~ = NOTIFICATIONS {

ﬁ- Invoices Orders Profile Payments Setup Service/Time Sheets ASN Sourcing Forecasts I More...

Select Customer | Flynn Group - Supplier Test

Configure|
Catalogs
Create Exportto ~ All ~ Advanced Search P
Catalog Name Created Date ~ Submitted Date Start Date Expiration Date Status Unanswered Comments Error Actions
ISuppIier Test Catalog 1 0942524 0925724 Mone MNone Accepted by Customer No Q

2. Select Create.

pupa supplier portal

me Profile  Orders Service/Time Sheets ASN Invoices Catalogs Payrme

'tup

Catalogs

Catalog Name Created Date ~ Submitted Date Start Date Expiratio

I TEST_Valued Flynn Suppher Catalog 1 06/27/23 Nor None Noni
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3. Sele

4. Sele

ct the Load From File Button

0 ltems Changed ( 1 Unchanged )

Ve "\ ®

0 0 0
Price Increase Price Decrease Rejected ltems
e @. B
0 0 0
Other Fields Updated New ltems Deactivated Items

Save Submit for Approval

Create ‘ Load from file View Rl ~ l Advanced I Search ,Dl
Name ¥ s Change Price Price Change Currency Other Fields Changed Reject Reason Actions
I No rows.

Perpage 15 | 45 | 90

Iltems Offered to Flynn Group

view KM ~ l Advanced I Search ,.Dl

Item Type Name Description Part Number Price Currency UOM Purchasable Last Submitted to Buyer Catalog Actions

Illem Test ltem Test ltem Test ltem1 100.00 USD Each Yes 0972524 Supplier Test Catalog 1 ,/

ct the Export To drop down and then select CSV for Excel. This will export the current catalog

items available to Flynn to purchase.

A

,xcoupa supplier portal MATT ~ | NOTIFICATIONS HELP ~

Invoices Orders Profile Payments Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs More...

Select Customer | Flynn Group - Supplier Tast v

Configure Punchout

Bulk Load Item Updates for Supplier Test Catalog 2

Follow these steps to upload

1. Download the CSV template, or export the current list (Based on the CSV File Field Separator in your Language and Region settings.)
Download ~ of]
— ——1
- paiaacurrent list)
2_Fill in or update ti
» Fields marked wit
« Each row uploaded will CTe = =aagy

« Click Start Upload and the system will attempt to load the first 6 rows from your file and show the results.

lescription of the required and optional fields in the template.

3. Load the updated file

Choose File | No file chosen

Note: If you are loading csv files with non-English characters, please consult the following help note.

Start Upload
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5. Once you have the list exported and opened, you can add the items that need to be added as well as
make changes to existing items.

- L
@ A ¢ 43| D 5=
Downloads b Q -

a
P

download (62).csv
Dpen file

PLEASE NOTE: The only field that should be changed on an item is the price. Please DO NOT change
any of the item numbers.

6. Make the necessary changes or additions to the catalog. Make sure to save the catalog file as a CSV.

| TEST CATALOG |

I CSV UTF-8 (Comma delimited) (*.csv) v]

‘ F} Save |

7. Navigate back to the Coupa Supplier Portal where you last left off. You should see Bulk Load Item
Updates. Select the Choose File Button and then select the catalog file you just saved to upload.

i‘;}coupa f)upp|er porta{ MATT NOTIFICATIONS 6 HELP

ﬁ Invoices QOrders Profile Payments Setup Service/Time Sheets ASN Sourcing Forecasts More...

Select Customer Flynn Group - Supplier Test v

Configure Punchout

Bulk Load Item Updates for Supplier Test Catalog 2

Follow these steps to upload
1. Download the CSV template, or export the current list (Based on the CSV File Field Separator in your Language and Region seftings.)
Download ~ or ExportTo -

2. Fillin or update the CSV file. Click here for a description of the required and optional fields in the template
« Fields marked with a ™" are mandatory.
= Each row uploaded will create a new .
« Click Start Upload and the system will attempt to load the first 6 rows from your file and show the results.

file
le chosen

| Choose File |Mo

ote: |Tyou are logiling csv files with non-English characters, please consult the following help note.
Start Upload
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8. Once you have the updated catalog file selected, click Start Upload. Once the file uploads, you will be

able to review the changes you’ve made to the catalog.

Bulk Load Item Updates for Supplier Test Catalog 2

Follow these steps to upload

Download ~ or ExportTo -~

2. Fill in or update the CSV file. Click here for a description of the required and optional fields in the template.
« Fields marked with a "*" are mandatory.
« Each row uploaded will create a new

« Click Start Upload and the system will attempt to load the first 6 rows from your file and show the results.

3. Load the updated file

Choose File | No file chosen

Note: If you are loading csv files with non-English characters, please consult the following help note

'y i MATT~ | NOTIFICATIONS €] HELP ~
g,zcoupa supplier portal V e
ﬁ Invoices Orders Profile Payments Setup Service/Time Sheets ASN Sourcing Forecasts More...
Select Customer | Flynn Group - Supplier Test -

Configure Punchout

1. Download the CSV template, or export the current list (Based on the CSV File Field Separator in your Language and Region settings.)

9. After reviewing your changes for accuracy, select Submit for Approval

Select Customer | Flynn Group - Supplier Test -
Configure Punchout
Supplier Test Catalog 2 =aic Back
Customer Flynn Group
* Catalog Name | Supplier Test Catalog 2
Status Draft
Start Date date when catalog prices become sffective
Expiration Date date when catalog prices become expired
Currency USD
0 Items Changed ( 1 Unchanged )
0 0 0
Price Increase Price Decrease Rejected Items
- o—
.
4 & =
0 0 0
Other Fields Updated New Items Deactivated Items
o
Save Submit for Approval ‘
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